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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: E
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mary Ann Benny-Sung
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: Amanda Jack
	personnel date: 7/27/11
	PERCENT OF TIME: 40%30%15%
	activity: POSITION SUMMARYUnder close supervision of the Staff Services Manager II and in a trainee capacity, the Student Assistant provides business related support to the Administrative Services Branch (ASB) on wide variety of administrative issues such as Budgets, Program Control, Contracts, Business Services and Human Resources.          ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively with others; maintain regular, consistent, and predictable attendance.  The specific essential duties are:Assist administrative staff in researching rules and regulations for preparation and processing of documents associated with but not limited to program control resource agreements, contract (engineering and architectural) as well as other service agreements, moving and relocation, directed reassignments, short term and long term per diem analysis, and Caltrans long term differential as well as other work relating to the Divisions of Management and Fiscal Services.  Assist in drafting correspondence, flowcharts and spreadsheets related to various DOE ASB work.  May require operating a vehicle on public roadways or travel to remote areas.  Audits invoices received from engineering consultants currently under contracts for adherence to contract provisions.  Determines if charges are in conformance with contract provisions and brings to the attention of the SSM I any discrepancies.  Reviews invoices for correctness and completeness.  May be required to create electronic and written reports and findings.  Assists in creating annual Governance Powerpoint presentation and other presentations with client divisions.Gather data, confirm accuracy, tabulate and create spreadsheets, charts, graphs and tables for Human Resources, Budgets and Program Control.  In Human Resources create, implement and maintain position control database.  Assist Program Control in retrieving SAP data, manipulating and converting to Excel spreadsheets for management.
	classification: Student Assistant
	appointee: Vacant
	dwr position number: 3110-4870-900
	sap personnel no: 
	sap position number: 50003000
	division: DOE/ Administrative Services Branch
	mcr: 1
	percent 2: 10%5%
	activity2: Evaluate, recommend and implement a file management and records management program.  Develope and maintain office files electronically utilizing document management system to scan documents and store in suitable database filing system.Utilizing Excel and Access update and maintain various ASB database files for equipment inventory, vehicle logs, and other databases as necessary.OTHER RESPONSIBILITESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.SPECIAL REQUIREMENTSExcellent verbal and written communication skills.  Ability to use a personal computer.  May need to possess a valid California's drivers License and operate a vehicle on public roadways or travel to remote areas.
	supervisor name: Mary Ann Benny-Sung
	employee name: 


